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Welcome to the Records Management Survey
The purpose of this survey is to learn about your business and determine if our products and services may be of assistance. If we find that we can bring value to your organization, this information may be used to create demonstration software as well as a detailed proposal.  If you have any questions or encounter a problem you can email us at info@infolinx.com or call our toll free number at 800.251.8399.  Please fax the completed survey to 301.962.3280.
Company Name:

First Name:  

Last Name:  

Phone Number: 

How did you hear about this survey?

1. Please circle the choice below that most closely describes your industry.

a. Government

i. Federal

ii. State

iii. County

iv. Municipal

b. Financial Services

c. Energy/Oil & Gas

d. Healthcare

e. Pharmaceutical

f. Education

g. Legal/Justice

h. Manufacturing

i. Retail
j. Other (please specify)  ______________________________________
2. What is the nature of your organization?

3.  What is motivating you to seek physical records management software?  Please circle all that apply.
a. Legal/Regulatory compliance
b. Improved records retention schedule management

c. Improved records destruction processes

d. Improved requesting and retrieval processes

e. Prevention of lost or missing items

f. Warehouse records and/or space management
g. Replacement of existing physical records management software

h. Other (please specify)  ______________________________________
4. If you are currently using physical records management software or a database to store information about your physical items, please specify what it is and why it is no longer sufficient for your needs?

5. If you are also using enterprise content management (ECM) software to house either scanned images or other electronic content, please specify which product(s) you use and how extensively it is used in your organization.

6. What do you call the physical items you wish to manage (e.g. ‘Case Files’, ‘Loans’, ‘Batch Records’, ‘Boxes’, etc.)?

7. Please list the fields of information describing your trackable items.  That is, what business info do you use when searching for an item (e.g. ‘Last name’, ‘SSN’, ‘Loan #’, ‘Batch #’, ‘Box #’, etc.)

8. Please estimate the quantity of items you wish to manage.  If available, please specify quantities for active vs. inactive records.

9. Is there more than one type of item you wish to track (e.g. ‘HR Files’ and ‘Accounting Files’), or are your items divided into sub-groups (e.g. ‘Correspondence’, ‘Workpaper’, and ‘Permanent’)?

10. Where do the items begin their life in this organization and at what point do you wish to begin tracking them?

11. Please describe the containers for your physical items (e.g. ‘color-coded top-tab legal folders’, ‘handwritten box labels’, etc.)

12. In what places are your physical items stored (e.g. open shelving in file room, cabinets out in departments, lateral cabinets in hallway, etc.) and to where do they travel (individuals in departments, off-site storage facility, etc.)?

13. If records are stored off-site in a warehouse or records center, please specify whether they are managed by your organization or, if by a third-party, the name of that provider.

14. In what order do you store your physical items (e.g. ‘alphabetically by last name’, ‘file type and then case file #’, etc.)?

15. How are your physical items retrieved (e.g. ‘requests are submitted via e-mail’, ‘check-out card’, ‘self-serve’, etc.)?

16. If your organization is already using barcodes, please circle all the items below on which they have been applied.

a. Folders

b. Boxes

c. Microfilm

d. Other trackable items (please specify) ___________________________

e. Shelves

f. Other containers (please specify) _______________________________

g. Employee badges

17. Are you interested in Radio-Frequency Identification (RFID) to assist with your physical records management needs?
18. In your opinion, what are the three biggest obstacles in getting the right information in the right hands at the right time?
19. Is there any other information you think would be helpful for us to know? 







